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PURCHASING AGENTS 
CONTROLLERS AND _ 
OFFICE MANAGERS 
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. and they're saying it with hefty repeat 
orders in every mail. It must be the reinforced 
hardwood construction throughout, the smooth- 
running 8-roller wood suspension, the fine 
finish, the attractive plastic hardware. 

We've noticed one thing . . . the customer 
who looks inside to compare features care- 
fully is the best talker for “THE VICTOR”. 

If you haven't started using “THE VIC- 
TOR" yet, see it at your office equipment 
dealer's. 

4-Drawer letter and legal sizes. No priority 
requirements. Catalog folder on request. 


T VISIBLE 


BS Be te 


America’s leading stationers at their National 
Convention enthusiastically welcomed Victor 
Wood Cabinet Visible. 

“Quiet”, “Smooth’’, ‘Easy to Operate”’, 
‘Swell-looking job’ were the comments over 
and over again. 

These cabinets are already selling readily, 
without priority restrictions, to commercial 
and financial firms throughout the country. 


THE VICTOR SAFE & EQUIPMENT CO., 


NORTH TONAWANDA, NEW YORK 


CONSUMER-APPROVED PRODUCTS SOLD ONLY THROUGH DEALERS 
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W INNING a war is far more important than win- 
ning a football game. Time lost—“TIME OUT”, can 
be avoided through the use of 


COLUMBIA 
READY-MASTER FORMS 


For Spirit Carbon and Direct Process Duplicators 


They save time, speed up “systems work” in office and factory. The typist takes no “time out” looking for master 
and carbon sheets in separate boxes. assembling or realigning sheets, or in washing hands soiled after using 
conventional separate master and carbon sheets. No time wasted as 
with cumbersome outdated systems. PERFORATION FOR EASV 

Columbia Ready Masters come in complete sets—spirit carbon and eevee N een , 
master—made for each other—special paper, special ink, special ™ 

Columbia quality. They are indispensable for the speedy duplication. 
of PURCHASE ORDER FORMS, PRODUCTION ORDER FORMS, 
MATERIAL LISTS, REQUISITION FORMS, ENGINEERING RE.- 
LEASES, ete. 


Help the war effort—help your business—by investigating Columbia 
Ready Master now. See your dealer or phone or write the Columbia 
branch office nearest you. 


COLUMBIA RIBBON & CARBON MFG. CO., INC. 
Main Office and Factory: Glen Cove, L. I., N. Y. 


BRANCHES INTERLEAVING 
soe. bebe oe Soe, New Png ne 4 en See. oo Tenn. TISSUE TO KEEP 
2 wight Building, Kansas City, Mo. 1508 Fox Building, Philadelphia, Penna. ; MMA 
227 South LaSalle Street, Chicago, Il. 208 Standard Life Building, Fam mn—4 pon al 
155 West Congress Street, Detroit, Mich. Pittsburgh, Penna. fe) 

227 East Michigan Street, Milwaukee, Wis. 205 East 6th Street, Cincinnati, Ohio : TYPING) 
200 Plymouth Building, Minneapolis, Minn. (Harris-Moers Company) 


Also: London, England; Sydney, Australia 


November, 1942 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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«jf used to § 
in traffic snarls 


sitting 


until I started buying at 
The Filth Avenue Building” 


| = you run all over town to do your buying, 
you lose time — doubly precious in these critical 
days. At The Fifth Avenue Building, you can in- 
spect a wide variety of displays by leading makers 
of fine stationery, greeting cards and playing cards 
— under one roof! You can complete your buying 
trip quickly and efficiently. 

This owner-managed building is easy to reach. 
A subway entrance in the building connects directly 
with railroad terminals. Buses pass the door. Good 
hotels are near by. 


You will receive special attention when you 
visit The Fifth Avenue Building. You may use the 


—__ 


Visitors’ Bureau, a completely equipped suite of 
offices. The Conference Room, seating more than 
forty persons, is for the free use of tenants. Two 
restaurants serve excellent food. The top floor has 
a well-equipped gymnasium with a solarium and 
handball court. 

Make The Fifth Avenue Building your head- 
quarters when you are in New York. You'll be 
impressed by its many advantages. 


The Fifth Avenue Building 


“More than an office building” 
Broadway and Fifth Avenue at Madison Square * New York 


3 OFFICE EQUIPMENT DIGEST November, |942 
For Purchasing Agents, Controllers, Office Managers 
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ALL THESE 
ITEMS ARE 


SHEET 
PROTECTORS 


Nationally known - - nationally appreciated station- 
ery products that meet the most rigid demands of civilian 
and defense industry - - these comprise the Justrite line. 
Dependable items that help speed America’s war effort 


by saving many precious moments while producing ac- 
curate results. 


Now in its fiftieth year - - the Louis Melind Company 
continues to adhere to its policy of guaranteeing every 
article to be of dependable quality, the kind of merchandise 
that will give the service the buyer expects. 


That principle is your assurance that the customer 
will best be satisfied when you offer him a Justrite item. 


If you do not have complete information regarding 
the hundreds of Justrite items - - write today. 


THE LOUIS MELIND CO. 


CHICAGO 
NEW YORK + + + + SAN FRANCISCO 


November, 1942 
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These useful office accessories will speed up office 
routine and the production of war materials. Business 
would soon “Slow down to a walk’ without them. 
Globe-Wernicke filing equipment, supplies and office 
accessories meet the war-time need for greater effi- 
ciency. They save time, work and money... and 
are absolutely indispensable in this emergency .. . 
some of them are needed in every office. 


Sold by leading stationers and office equipment 
dealers... 


Letterand legal sizes 


AGATE 
CARD INDEX TRAYS 
Made of heavy binders’ 
board ne 
lower 
4x6", 5x8", 3 eae! 
and check file. sizes. 


BOX FILES 
' Available in letter and 1 
sizes... indexed 
Used in rearly every office. 


make it easy to 
handle papers. 


STENOGRAPHIC NOTEBOOK 
NO CRITICAL MATERIALS USED 


We are gratified to know that our efforts in devising 
an alternate Non-Skid notebook have been received 
with such hearty enthusiasm. When we went to work 
on this idea many months ago, we were determined 
to be satisfied with nothing less than a perfect alter- 
nate. We found it in WIRELESS. 


Despite the absence of critical materials, the WIRE- 
LESS notebook boasts the new ROCK-WELD binding: 
it has all the desirable qualities of a wire bound 
book. Another important advantage is the improved 
Non-Skid feature .. . better now than ever. 


Don't be satisfied with ordinary substitute notebooks 
. demand WIRELESS—the best alternate to take 
the place of notebooks made of critical materials. 


All standard sizes and rulings available. Order 
WIRELESS stenographic notebooks from your sta- 
tioner TODAY. 


CHICAGO 


November, !942 


1511 WEST 38TH STREET 
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TO LOOK INTO 
THIS SHEETING 
BUSINESS 


_<<tti| 
* e - 
PROBLEMS facing fabricators in normal times are the toughest cellulose material commercially 
very same problems that must be solved by war in- available. | 
dustries in the selection of plastic sheetings. The right 2. Even at 50° below zero it retains its characteristic 
plastic for the right job—the transparent sheeting with toughness as well as its extraordinary flexibility. : 
the proper qualifications—that’s the all-important 3. 
question. The determining answer lies in the basic 
make-up of the plastic itself. 


ETHOCEL SHEETING possesses high ductility and ex-' 
ceptional stability to heat. 


4. It has a high softening point—300° F. 


In the case of ETHOCEL* SHEETING, now playing an out- ae 
standing role in the production of certain war equip- These are some of the qualities that make ETHOCEL 
ment, manufacturers base their choice on several a referred sheeting material wherever 
ae service requirements are unusually severe. They are’ 
significant factors: worth the careful consideration of every manufac-: 
1. ETHOCEL SHEETING is made of Ethyl-cellulose—the turer of war materials. 


HOW ETHOCEL SHEETING MEETS THE DOW CHEMICAL COMPANY 


MIDLAND, MICHIGAN 
WAR-TIME NEEDS New York, St. Louis, Chicago, San Francisco, Los Angeles, 
ouston 
@ Low Temperature Flexibility. Flexible at —70° F. Toughest cellu- 


lose material commercially available. 


® Excellent Ductility. Draws, where depth is equal to diameter, are 
easy to obtain. Material remains flexible after drawing. 


@ Heat Resistance. Softening Point, 300° F. Melting Point, 375° F 
® Slow Burning Rate. Certified by Underwriters’ Laboratory. 
®@ Good Tensile Strength. 10,000 lbs. per sq. inch. 


t Electrical Insulator. Dielectric strength 3,000 volts per 
mil. (A. S. T. M. short time test 2,500 volts per second) 


® Light Stability. Fadeometer resistance more than 600 hours without 
embrittlement or discoloration. 
#Trade Mark Reg. U.S. Pat. Off. 


November, 1942. OFFICE . EQUIPMENT... DIGEST. 7. 
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NOW YOU 
DON'T! 


QUITE A TRICK 


ch saat 


For quicker filing and 
finding learn about 


Walash Natural Syslem 


THE WABASH CABINET CO. 
WABASH, INDIANA 
Your Dealer can tell you more! 


ed 
Prue WABASH CABINET COMPANY 


CLIP AND ATTACH TO LETTERHEAD 


123 E. WATER STREET. WABASH. INDIANA 

Please send me a copy of “The Five Basic Methods of 
Filing", which explains various filing methods and gives 
valuable short cuts. 


Address 
My Dealer 


OFFICE EQUIPMENT DIGEST 


| 


VICTORY 
CUSHIONS 


BUY THESE OFFICE CUSHIONS 
For COMFORT and EFFICIENCY 


% Made of all New Material, covered with long 
wearing Lacquered Plaid Fiber and filled with 
shredded cotton linters. 


These NEW Seatmaster Victory Cushions contain no rubber or rub- 
ber derivatives or any other critical material needed for the War 
Effort. You may now enjoy the luxury of this big, Executive Type 
cushion which in handsome appearance, long wear and genuine com- 
fort is equal to the finest on the market. Covered with durable 
lacquered plaid fiber, with rich looking leatherette trim to harmonize 
with the most luxurious office equipment. 


Cushions are made in various material combinations—Fibre 
and Leather or Repp Cloth—Colors: brown and green. Avail- 
able in a number of sizes. Catalog page with prices furnished 
on request. 


Write or Wire Dept. OED for Samples 


2635 SO. WABASH AVE., CHICAGO, ILL. 


November, 1942 
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1¢ Combination § you will like! 
fade Embossed Covers — 


with 


FASTENERS 


Cado BINDER COVERS aremade Pisanenrxgeeh| Cado FASTENERS No. 100 and 
of durable Leatherette paper in at- Satie tie ‘| 102 are made of "'steel-strong" Fibre 
tractive colors. ». . +. + « « es zane Re 4 Hold up to 100 sheets in the cover. 


10 Advantages . - « no other Fastener offers 


No punching of folders. SIMPLY FASTEN the gummed part of the hinged strip. No part of 
the raven is visible on the outside. It does not protrude, it does not bulge, nor will it catch 
other papers or folders. 

2. Papers may be added not only to the TOP, but to the BOTTOM as well. Thus, the first and the 
following sheets appear in the sequence of a bound volime. 

3. The inserted papers are not rigidly attached to the back of the folder. Papers open LIKE A 
BOOK—stay open—won't flip back. Both hands are free. 

4. Bound sheets can be turned over, open flat, and stay open AS IN A RING-BINDER. 

5. Through a simple manipulation the papers can be "BOUND AND SEALED” so that nobody can, 

undetected, remove a single sheet. 

Eliminates time-wasting motions of ordinary fasteners—SPEEDS UP binding and filing. 

NO SHARP METALLIC EDGES—no cut fingers. 

Can be used in 6 DIFFERENT ways. 9. LOWEST in COST. 

The absence of vital metals makes it a most TIMELY PRODUCT. 


Seno 


No. 100-1 inch capacity —No. 102-2 inch capacity .. . 27/4 inch centers 


wicrsmees CUSHMAN & DENISON MEG. C0. 220—sen dve., v. vc. mint of seule Ne. 


ee te os r ——— “ sake $ * ae 
a a og TS ee ES ‘ 
5 4 > rae ae = ae 7 -  s poy oo ee _ : 7 a ry A 
ee %,. 
| XY : a 
ie #EBFS : 
§ : - 2 
4 - : he 
: e 
— 
a a 
‘ sss i 2a 
4 / fe 
+ =a, Pietete . a ee 
\ - ab? sre te ng igi \ ~ h : ‘tines 
> fh _* ~_ - “a *hag ’ ant" act } 
Re See ee 
‘ SE ta OE EAE doll is 
es a ——————— es | oa 
fe Ped “Toa Ran Vee | ss 
| pe Bhd ae RESIS SD 
ay eee | Mery Rene ce | Pao | 
\" . (een een eight \ p 
eee 
E> : s 
x > 
(oe ee ee s 
2, ee ee 
ee 
+ 
en ieee oo ne aa = s s a 
ieee: 2 , le : ia an Perea, RY eee a. oo. Ae ee ee ROY Se 


Co 


FP SE SRE Sy, et 2 ew als 
os Sst 3 oe ie aes eS ce 


Double Handi-pen sets 
bave wood fibre base; wood 


the well-known handi-pen 
cuabte a oie 4 | 


... with the new GLASS 
handi-pen set by Genaghusche 


Shortages of critical materials needn’t stop your 
Handi-pen purchases. You can go ahead as usual 
with the new GLASS Handi-pen sets — and be 
sure that, as always, Handi-pen gives your desk 
workers “the greatest aid to writing ease.” 


This is a standard Sengbusch product—practical, 
durable, attractive to the eye. Black or crystal 
glass, indestructible by ink acids. Companion 
product to the new Steeless Kleradesk. Select both 
of these Sengbusch items and beat war shortages. 


Ask your stationer. Sengbusch Self- 
Closing Inkstand Co., 211 Sengbusch | 
Building, Milwaukee, Wis. 


Bottle holds 2 oz. of ink, 
fills from any bottle. 
Prices $3.00 to $11.80. 


ror THE DURATION 


* Gonot NO — 


Ts: skill and ingenuity that has made 
ERROR-NO preferred by Business America are 
now 100% engaged in the making of war tools 
Sorry, but we cannot 


for our fighting men... . 


. However, we 


are mindful of the manner in which ERROR- 


fill another copyholder order. . . 


NO is speeding up mistake-free typing on the 
home fronts, and stand ready to see that our 
dealers are given the service and parts de- 
manded by war-time necessities. We urge you 
to use your ERROR-NO with care and when 
in the need of repairs or adjustments, call your 
local dealer or if he is unable to serve, write 


direct. 


No 


é 7 


The trade mark of quality. in copyholders! 


i 
THE DAWN MFG. CORP. 
42 Mt. Hope Ave. w Rochester, N. Y. 


10 a OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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ANNOUNCING THE NEW “Y and E” WARLINE 
OF CORRUGATED BOARD TRANSFER AND 
| STORAGE CASES 


Wartime metal ban results in strongest “Y and E” 
Corrugated Case ever built—completely — 
metal-free — extremely durable—seven 


We are as pleased with our new corrugated case as 
we know you will be. Not only have we successfully 
complied with the government’s request to use no 
meal whatsoever, but in doing so we have succeeded 
in givng you the strongest, most rugged corrugated 


case we have ever offered. Ingenuity pays off. 


The novel design features double reinforcement at These cases are shipped knocked down, 10 cases to the 


carton, and can be easily and quickly assembled. 
These moderately priced cases enable you to meet 
today’s conditions with a superior product that gives 


full value. It is typical of the values that holders of the 
label is printed on the double drawer front. *Y and E” Franchise are able to offer. 


all points of greatest wear and strain. This eliminates 
weaving. Strong side walls permit stacking to reason- 
able heights. A convenient hand hole opening re- 
places the usual metal drawer pull. Identification 


FOREMOST FOR MORE THAN SIXTY YEARS 


_ YAWMAN+*? FRBE MFG.(. 


1045 JAY STREET * ROCHESTER, N. Y. 


November, 1942 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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SPANO 


THE BEST THE MARKET HAS 10 OFFER! 


ioe Ul 5. scar bonds and stamps 


A sure winner . . . because 


Uncle Sam is behind it 


UAAUIMALMAULLJALLULLNLLLAHUIUOUUUUO0)OUUNLLAANLLIN 


(44UULAAAALAUbit 


This Space Is a Contribution to America’s 
All-Out War Program by 


JULIUS BANDES & CO, INC. 132 W. 22nd STREET, NEW YORK 


J) 4LUNIANUUIUAILUAULNRLVNIVOELLLALULANLLAULLL4AALULILLLLLAVOUUOLUL4AOAULOULLLADLIRLiLLAUdb ANd ttt 


WE HAVE A JOB TO DO! 


A word of cheer to Purchasing Agents at their wits’ ends to secure typewriting 
accessories. M. & V., with all its tremendous resources, is working night and 
day to supply the Government and at the same time get some materials through 
to YOU. Your dealer will tell you that some of our more popular ribbon and 
carbon brands are still available. We'll keep trying . . . and you keep trying 
... and here’s to VICTORY! 


CONSERVE those empty ribbon spools, they're needed, too. 


Mirttac « Voucer, Inc. 
PARK RIDGE ~ NEW JERSEY 
Manufacturers of INKED RIBBONS and CARBON PAPERS 


These convenient branches to serve you faster and better 
KANSAS CITY SAN FRANCISCO LOS ANGELES ° 


OFFICE EQUIPMENT DIGEST 
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BECAUSE— 


New law makes it compulsory for every Business 
OWNER and Professional Man and Woman to 
keep a permanent record for income tax purposes. 


The DOME SIMPLIFIED WEEKLY INCOME TAX 
RECORD is the BEST BOOK for keeping that 


record, 


There are over 3,000,000 Small Business and Pro- 
fessional Men and Women in America who must 
now keep this record. Even large firms can use 
this book to good advantage. 


3 This book enables everyone to keep an accurate 


record without learning any bookkeeping. You 
need no extra knowledge to use it. 


The DOME SIMPLIFIED WEEKLY INCOME 
TAX RECORD is accurate, authoritative, abso- 
a lutely complete. You can be sure an income tax 
return made from the DOME RECORD is posi- 
tively reliable. 


It takes only a minute a day to keep the DOME 
RECORD up-to-date. You will find that the nui- 
sance of intricate bookkeeping is practically 
eliminated. ’ 


HE designer of this remarkable weekly, cumulative record 
book is Nicholas Picchione, C.P.A., tax consultant and lead- 


ing authority on income taxes. He is a member of the 
American Institute of Accountants, the National Association of 
Cost Accountants, the American Accounting Association, and is 
a college instructor of income taxes. In his work he found a real 
need for a fool-proof, but simple system that would enable the 
average doctor, dentist, druggist, gas station operator, grocer, 
etc. to keep records of his business that would be acceptable to 
authorities. 


The book is so ingenious in its arrangement, so complete in its 
content, yet so simple to use, that last year thousands were sold 
to grateful business men. A special feature of the 1943 Edition 
is a list of 276 Business Deductions Allowed by Law (the cnaest 
list ever published!) Another exclusive feature is the detachable, 
yearly Summary Sheet from which your tax return can be accur- 
ately prepared in a few minutes. Also included is a complete 
yearly Pay Roll Record and Social Security Record. 


Complete instructions come with each book, including filled-out 
specimen pages. Special discounts for quantity orders. 


ORDER THROUGH YOUR STATIONER 
or directly from 
DOME PUBLISHING COMPANY, 505 FIFTH AVE., NEW YORK 


This is going to be one of 
your greatest business aids 
during the next year 


. implied Week | 
‘me - RECoRS 


TEN 
1. 


CONTAINS THESE 
ESSENTIAL FEATURES 


Weekly record of income and 
expense. 


Expenses classified as deduc- 
tible or non-deductible. 


Net profit for each week. 


Cumulative net profit to date. 


Complete information needed 
for making out Federal Income 
Tax Return. 


Model filled-in page for your 
guidance. 


Weekly payroll record of em- 
ployees. 


Pull year Social Security rec- 
ord for each employee. 


Detachable summary sheet at 
end of book for your tax ad- 
viser. 


Special form for jewelers, fur- 
riers, beauty shops and drug 
stores necessary to record and 
report monthly retailers’ excise 
tax. 


November, 1942 
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FOUNT-0-INK 
el ling Sela 


like soldiers at their posts, 

. always ready for instant _ 
action/ Busy men like the 
» convenient magic of 
: Fount-O-Ink and 
' the unfailing service. 
| Automatic ink supply feeds | ~~ | 
the pen that fills itself/ : 


/ 


seat 9 : 

No. 20 CC. With chrome finish metal base and 
cover, or No. 20 BRE with hammered bronze finish 
base and cover, new Vis-O-Feed pen. 
With stainless steel pen point $4.75 
With 14K solid gold pen point $7.15 


When the present stock of these 

Z5 beautiful sets is sold out there 
“a” willbe no more metal base 
sets for the duration. 


Fount-O-ink Writing Sets—start instantly 
—write continuously—and banish forever 
that old nuisance, the dry or empty pen. 


No. 2 SCF Porcelain base set lists at $2.50 with stain- 
less steel point; lists at $5.25 with a 
14K solid gold point equal in size 
and quality to point in high grade 
fountain pens that sell for as much as 
this entire set. The porcelain base 
is one of the most unique pieces of 
: -¢eramic art ever produced. In one integral piece, 
_ glazed inside and out, true threads to screw in the 
- ink fount, receptacle that holds the pen secure without 
‘sticking. The set has eight years of consumer accep- 
‘tance and build up. The materials to make it are 
‘| avail able. 


14K solid gold points last through 
the years ... No priority required. 


Streamline base sets in all plas- 
tic, walnut or mahogany. Single 
sets at $3.75. Double sets at 
$6.50. Or with solid gold points 
at additional cost. 


Latest revised catalog is now ready. 


GREGORY FOUNT-O-INK COMPANY 


Los Angeles, California, U.S.A. eZ 


COPR. GREGORY FOUNT.-O-INK CO. '942 
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Use BARKLEY INDEXES 


. . » to Conserve Space 
2... to Conserve Time 


BARKLEY /astic TAB INDEXES 


Positively, valuable inches are 
saved in any kind of filing 
drawer because BARKLEY 
Plastic TAB INDEXES have the 
entire body above the guide 


card. Thus a 20 to 40% saving 
is assured. 


Remember this feature when talking TAB INDEXES, plus 

‘he additional features of Magnified Visibility, Smooth 

Non-Snag Surfaces, Full Range Visibility, etc... . then 

sell your customers BARKLEY Plastic TAB INDEXES 

and you are sure of satisfying them every time. 
Write for Samples. 


C. L. BARKLEY & CO. 


— enone 1921 . 
anufacturers of Filing Supplies 
517 S. Jefferson Street Chicago, Ill. 


November, !942 
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“GENERAL PENCILS 
need -Up sq Production, 


‘3 


J 


BERLY . SEMI-HEX 
CRAYONS PENCILS 


5 secause CarboWeld processed 


KIMBERLY 
DRAWING 


TRONGER (EAD 


KIM-BER-Ly 


ASSURANCE OF 


Quaurty 
Carho-Gelt 


PROCESS 


assures longer lasting leads 
and greatest economy 


KIM-BER-LY 


rawing 


Colored 


SEMI-HEX 
Pencils 


GENERAL PENCIL COMPANY 


JERSEY CITY 


NEW JERSEY 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Free from grit. Indelible and water- 
proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For marking: Shipping tags ® Heavy 
paper packages ® Newspaper bundles 
® Boxes @ Crates ® China © Crockery 
® Glass ® Cellulose © Tin cans and 
containers © Wet and Dry Lumber ®@ 
Leather © Rubber ® Rubber Products ® 
Silks @ Rayons @ Oily, Wet or Dry 
Surfaces. 


Made in black and colors, packed 
one dozen sticks in a box — one 
gross in a container. 


Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 
colors, etc., for commercial use. 
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For Purchasing 


THE DEPENDABLE 
GOLD MEDAL MARKING 
AND CHECKING CRAYONS 


OFFICE EQUIPMENT DIGEST 


BINNEY & SMITH CO. 


41 East 42nd Street, New York, N. Y. 
GOLD MEDAL PRODUCTS LEAD ON MERIT 


Agents, Controllers, Office Managers 
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THEY ALSO SERVE 


Urging, as we do, an all-out war-effort, it is fitting 
that the example be set at home. Each of the 
major executives of this company, including its 
president, is now a member of one or more war- 
time organizations and is employing over-time 
hours actively on regular duties. 


Backing up our boys who have joined the armed 
services, we repeat our slogan:— 


“ALLIED” FOR VICTORY 


CARBON & RIBBON MFG CORP 
165 DUANE STREET 
NEW YORK. N. Y. 


‘This new File Fastener . 
provides the answer to all 

Filing and Binding Problems 
Use it in Folders 


SITET AOROITS is ‘or Binder covers 


244" Centers ~ One Piece Base 
All other centers ~ Attachable Prong Style 


iberstoK 


NON-METALLIC 


FASTENER 


SECURELY 

ae | PRESSBOARD 
For complete IN ALL 

Price Information POPULAR 

and samples write CENTERS 


NaTionauFigerstok ENVELOPECO. 


429-447 MOYER ST..PHILADELPHIA,PA. = 


| BRIEF COVERS 
ETC 
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Do you get sort of 
muscle=-bound while 
writing? You use 500 
or more muscles in 
writing. Think how 
you strain yourself 
when you make the job 
tedious. You may be 
penalizing your hand 
with atiring pencil! 
Changing to 
smooth-writing Ti- 
conderoga pencils 
actually saves 50% 
in writing energy. 
That's fact, not 
fiction! Ticonder- 
oga works with you, 
not against you; 
lasts longer; saves 
time, temper and 
money! Ticonderoga 
will prove how easy 
writing can be for 
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NOW 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 53-311, Jersey City, N. J. 


—NEARLY A HUNDRED MILLION 


WEDGIES, THE BRAND NEW 


ZEPHYR FILE FASTENER, 


TODAY IS THE BIGGEST 


SELLING FASTENER OFFERED 


SOLD IN TWO MONTHS! 


WEDGIES MEET 
FEDERAL SPECIFICATIONS 


ONLY TWO PARTS (NO FUMBLING) 
LOCKING DEVICE (NO SLIPPING) 
EASY--QUICK--SECURE 


IMMEDIATE SHIPMENT = 


Made in two 

sizes— 

#10 (one-inch 
expansion) 

#20 (two-inch 
expansion) 


ZEPHYR AMERICAN 


CORPORATION....... Makers of Autodex 
31 WEST 47th STREET NEW YORK CITY 
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FOR VICTORY TODAY 
AUSINESS TOMORROW 


This War Savings Flag which flies today 
over companies, large and small, all across 
the land means business. It means, first, 
that 10% of the company’s gross pay roll is 
being invested in War Bonds by the workers 
voluntarily. 


It also means that the employees of all these 
companies are doing their part for Victory 

. by helping to buy the guns, tanks, and 
planes that America and her allies must have 
to win. 


It means that billions of dollars are being 
diverted from “bidding” for the constantly 
shrinking stock of goods available, thus put- 
ting a brake on inflation. And it means that 
billions of dollars will be held in readiness 
for post-war readjustment. 


Save With 


Get This Flag Flying Now! 


War Savings Bonds 


BO ee tw 


Think what 10% of the national income, 
saved in War Bonds now, month after month, 
can buy when the war ends! 


For Victory today ... and prosperity somor- 
row, keep the War Bond Pay-roll Savings 
Plan rolling in your firm. Get that flag fly- 
ing now! Your State War Savings Staff Ad- 
ministrator will gladly explain how you may 
do so. 


If your firm has not already installed the Pay- 
roll Savings Plan, now is the time to do so. 
For full details, plus samples of result-getting 
literature and promotional helps, write or 
wire: War Savings Staff, Section F, Treasury 
Department, 709 Twelfth Street NW., 
Washington, D. C. 


This Space Is a Contribution to America’s All-Out War Program by 


GEYER PUBLICATIONS 
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OFFICE EQUIPMENT 
Digest 


Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


INFORMATION FOR SUBSCRIBERS: Subscription $2.00 a year (two 


years $3) in United States and its possessions, Canada, Mexico, Cuba. ? 

— ——— ee kag yearly. Single copies are 25 cents. 

ch paid up subscription includes a free copy of Who Makes It ft 

& Where, the recognized trade directory of the office equipment a 3 n our 


and stationery industry. Copyright 1942 by Andrew Geyer, Inc., all 


rights reserved. Also publisher of Geyer's Topics, Who Makes It 3 f: 7? 
& Where, The Gift & Art Buyer, Sports Age. ePe b; t 
t ing eA inets . 
\ () \ [ M [ R | : 4 ? % It’s a safe bet that transfer time this year will find 


Volume 3 No. 11 filing department equipment under sharper scrutiny 
than ever, from office executives bent on eliminating 
deadwood in a period when the filing space situation is 
so tight. 

Many offices are not waiting until the end of the year 
to check up on filing cabinet contents, and some of these 
offices are discovering duplicates of the situation told 
of at a meeting of the National Office Management 
Association New York Chapter earlier this year by 
H. G. Johnstone, office standards engineer of Western 
Electric Co. 

One of the office locations of this company needed 
more filing cabinets which at the time it was unable to 
purchase. As a test at the beginning of a survey of the 
use to which the cabinets were being put one super- 
visor who had five cabinets outside his office was asked 
to look over their contents. 

“When he got through,” said Mr. Johnstone, “he not only had 
several cabinets that could be used for other purposes but he 
also had an unbelievable amount of re-usable clips, washers, 
fasteners, clasps, and binders. In addition there were several 
hundred pounds of paper that was printed on one side only, and 
that could be re-used as scratch paper. The supervisor was so 
impressed by this result that he made a display -of the salvage 
and took photographs for local publicity in that location.” 

Plenty of space wasters do creep into the average 
cabinet. Closer restriction on the type of material 
which is to be filed—a raising of the standard of admis- 
sion—could certainly increase the amount of filing 
space and improve filing efficiency. 

And, it is especially to be noted, files can often be 
immeasurably improved by replacing old guides and 
folders with new, to speed up filing and finding! 


EDITORIAL OFFICES: 260 Fifth Avenue, New York City, (Tel. 
LExington 2-1121); Kendall Beaton, Associate Editor; Hugh Ward, 


Promotion Manager; M. T. Weeks, Circulation Manager; James V. ; 
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BUSINESS REPLY 
VICTORY LABEL 


Ne 
Postage Stamp 
Necessary 
a if Mailed in t 
FIRST CLASS PERMIT NO. 730 (DIRS 


ANDREW GEYER, INC., Publishers = A _ = ; for Busy  — 
260 FIFTH AVENUE — 
— = THIS PAGE WILL BRING YOU 


ANY INFORMATION YOU NEED 


To get without obligation from manufacturers and other suppliers further particulars 
regarding any merchandise or service mentioned in this issue, whether in advertise- 
ments or news items— 


1. Check the advertisements or news items in which you are interested on the list 


below. 
2. Write your name, firm name, and address in the space provided. 


3. Tear out page, put it in envelope, paste on this convenient no-postage-required 


address label, and mail. WE WILL DO THE REST. 


ADVERTISEMENTS IN THIS ISSUE 


Check advertisements regarding which you wish more information. 
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One phase of pooling "—a central pool of machines to be loaned to departments or individuals for 
peak periods or irregular requirements rather than making full time assignments’ 


IS TYPEWRITER POOLING THE ANSWER 
TO GOVERNMENT DEMAND FOR MACHINES? 


By Cheney Archer 


ee a SS oa 


HE Government’s campaign to get 600,000 post-1935 standard type- 
| writers for Army and Navy use is being continued energetically, with 

offices throughout the nation co-operating in selling large numbers of 
machines to the Government. . 


At the end of October, 3126 dealers had signed up as official Government 
buyers of typewriters, and in addition to selling the Government their own 
surplus machines, had bought thousands of typewriters from offices. The 
WPB Office Machinery and Equipment Procurement Committee is shipping 
typewriters to the Army and Navy at the rate of 1000 a day. 


The National Office Management Association, called on by WPB to aid 
it in this “Victory Mobilization of Typewriters,” has promptly set out to 
publicize through each of its Chapters the Government need for type- 
writers and has also assembled through the association’s Research Com- 
mittee a long list of operating methods to meet typewriter shortage occa- 
sioned by the war. 


A particularly interesting section of this compilation has to do with the 
centralization of typewriters and typewriter service—the pooling which 
many office executives believe to be the most practical method of meeting a 
situation which is certain to arise if the Government succeeds in its aim 
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of getting for its own use one quarter of the typewriters in civilian use. 
This section of the NOMA report is as follows: 


Centralization of Equipment or Services 


“Centralization offers major possibilities for increased utilization of 
typing facilities. Normally this provides greater flexibility in the use of the 


available machines. 


It also facilitates supervision, the measurement of 
production, and the establishment of performance standards. 


There are 


a number of variations of this general idea including the following: 
“1. Establishing a central stenographic, transcribing or typing unit. 
This may be set up on a company-wide basis or for major departments or 


sections. 


Sub-centers might also be justified in smaller units to handle 


minor jobs that would not normally be sent to the central department. 
A centralized department makes full use of ‘secretarial’ typewriters. 

“2. Maintaining a central pool of machines to be loaned to departments 
or individuals for peak periods or irregular requirements rather than mak- 


ing full time assignments. 


“3. Pulling in and centralizing the use of ‘convenience’ machines located 
in branch offices or plants, warehouses, etc. 

“4, Recalling machines at employees’ homes. 

“5. Encouraging employees to lend personally-owned machines to the 


company for the duration. 


“6. Arranging to purchase or rent personally-owned portables or old 


model machines in usable condition. 


“7, Pooling or lending equipment or services between companies or 


organizations. 


Mr. T. V. Murphy, Editor 
OFFICE EQUIPMENT DIGEST 

260 Fifth Avenue ‘ 
New York, N. Y. 

Dear Mr. Murphy: 


I was very much interested in the letter from Mr. 
Charles Gregory Smith on Page 66 of your October issue 
regarding the price paid by the Government for the type- 
writers purchased from business, industry, and schools 
under WPB-Treasury Typewriter Procurement Program. 

In the first place, may I say that the typewriters which 
are sold to the Government for our Army and Navy do not 
represent a sale in the ordinary commercial sense of the 
word. They represent a real sacrifice on the part of their 
owners to supply our Army and Navy with a vitally needed 
tool of war. 

We are of the opinion that once the urgent need for these 
typewriters is recognized, American business and education 
would be glad to lend the Government its typewriters for 
the duration. However, the return of such loans would 
present almost unsurmountable administrative problems 
since many machines will become casualties and many will 
remain overseas for months after the cessation of hostili- 
ties. Therefore, the fairest thing to do is to purchase the 
typewriters outright. 

The market value of any used product fluctuates with 
supply and demand, and is subject to wide geographical 
differentials caused by consumer preference for certain 
makes in certain areas. 

In a used commodity market the decrease in value be- 
tween the new product and the used product is greatest 
in the first year, and the spread from year to year there- 
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“8. Using commercial services for special requirements.” 


LETTERS 10 THE EDITOR 


Mr. Harris Discusses Government Typewriter Purchases 


after may vary widely. Normal business accounting pro- 
vides for a uniform depreciation. Mr. Smith’s depreciation 
table carried beyond his stopping point would make a four 
year old typewriter worth only $18.72 and a five year old 
nothing. These of course are book values only and are so 
recognized in our purchase program, as we give $30.00 for 
a four year old machine and $25.00 for a five year old. 

Contrary to Mr. Smith’s belief, the typewriter companies 
do encourage the trade-in of machines as in normal times 
better than 60% of their total business is replacement busi- 
ness. The more often typewriters can be traded the greater 
the volume of new sales. 

When every factor is considered, the trade-in allowance 
represents the one uniform criterion of value for a used 
typewriter in “as is” condition from the owner. Actual 
replacement costs can not be considered when the article is 
irreplaceable. 

The need for used typewriters is very real and very 
pressing. Wherever the executives of business concerns 
have recognized this need the response has been splendid. 
Price is not a factor because American business considers 
that the giving up of typewriters is a voluntary sacrifice 
for the war effort. 

The urge to furnish our Army and Navy with a vitally 
needed tool of war must come from the heart. It can not 
be purchased at any price. 

Sincerely yours, 
Wo. M. Harris, Chairman 
Office Machinery & Equipment 
Procurement Committee, WPB 
Division of Procurement Policy. 
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SPAC 


Kenneth H. Ripnen 


REPRINTS 
of Ripnen Articles 


Layout and Equipment of the 
Modern Office 


The Space Factor in Planning 
the Office Layout 

Location Studies for Office 
Layout 

Creating the Office Layout 


Atmosphere in the Office 
Layout 


Standardizing Equipment in 
the Office Layout 


Standardizing Floor Covering 
in the Office Layout 


Partitions in the Office Layout 
Standards in Office Layout 


Each reprint is priced at 
10 cents. Address requests to 
OFFICE EQUIPMENT DIGEST, 
260 Fifth Ave., New York. 
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“For each conference room for 10 to 12, allot 600 sq. ft." 


E STANDARDS IN THE 
OFFICE LAYOUT 


By Kenneth H. Ripnen 
Kenneth H. Ripnen Co., Ine... New York 
Office. Warehouse. and Factory Layouts 


these days warrants agreement on a set of standards for office space 
allotments. Agreement on a set of area figures for this purpose also 
helps when forming a new corporation or setting up a new office activity, 
by permitting a new organization chart in terms of the numbers of square 
feet of office space required to house office workers. Knowledge of the 
space required for an organization permits executives to rent or build a 
building for a known number of square feet of office space. 
The following schedule is suggested as a basis for arriving at areas re- 
quired for an office layout allotment of space: 


[i speed with which organizations are changing their office layout 


For each individual in office layout, allot an average of 100 sq. ft. per person.* 
For each major executive private office, allot 400 sq. ft. 

For each sub-executive, allot 200 sq. ft. 

For each conference room for 10 to 12, allot 600 sq. ft. 

For each reception room, allot 600 sq. ft. 

For each interviewing room, allot 200 sq. ft. 

For each central active file department, allot 5 sq. ft. per file. 

For each central inactive file department, allot 3!/2 sq. ft. per file. 


Using these figures to calculate a typical corporation office space allot- 
ment, the following tabulation serves as a demonstration: 


5 major executive private offices @ 400 sq. ft. equals 2,000 sq. ft. 
5 sub-executive private offices —_”€©6 ClUlUc!lF Cl 
| conference room ——- "| 600 " " 
| reception room —” ”* > Sn 
3 interviewing rooms i 600 " " 
300 office workers @ i100" " “ 30,000" " 
Central active file department 100 files @ 5" " “™ _.. ie 
Central inactive file department 200 cases @ 3/2 " " = " 700" " 
Special miscellaneous 

Statistical (These areas 

Mail to be taken 

Men and women's coat room off to suit 3,500" " 

Telephone room each special 

Rest rooms condition) 


TOTAL 39500" “ 


* The average of 100 square feet per person for office workers provides for office, corridors; elimination of office corridors 
cuts the average to 80 square feet per person. 
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NEW AND TIMEL) 


LEFT: 


IN THIS NEW CATALOG is listed the complete line of desk 
and office accessories carried by Julius Bandes & Co., 132 W. 
22nd St., New York. Attractive catalog is illustrated in full color 
with description of each item and available sizes. Free copies can 
be obtained by writing to the company. 


RIGHT: 


SERVICE PLACQUE, ideal tribute to employees in the armed 
forces, as manufactured by International Bronze Tablet Co., 36 
E. 22nd St., New York. Available in many sizes to meet needs 
of all types of business organization, institution, religious, or 
fraternal order. Accommodates any number of names on plates 
which are easily attached by anyone. Attractive bronze effect 
on solid walnut shield is obtained from materials requiring no 
priority rating. 


BELOW: 


ROBINSON PASSMINDER, timely new product of Robinson 
Mfg. Co., Westfield, Mass. Billfold with plenty of big roomy 
pockets for passes and identification cards. Especially designed 
for service men, war plant workers, business men. Available in 
black or brown at $2.50 and in saddle at $3.50. Features of new 
billfold include (1) reserve money hidden but instantly accessi- 
ble, (2) 14 passes in full view and removable, (3) removable 
Keyminder for four keys, and (4) stitchless construction. 


— 


ABOVE: 


NEW PHONOGRAPH RECORD CABINET. Described 4s 
handy, compact way to keep transcription and other phono- 
graphic records in order and easy to file and find, is this new 
Amfile cabinet, 534 inches wide and accommodating 25 records, 
which is shown here standing on a display furnished to dealers. 
Each record has its own numbered compartment; number is en- 
tered on face of record and in contents register. Bound in pin 
seal simulated leather in blue, green, maroon, or black. Two 
sizes, for 10- and 12-inch records, retail at $2.75 and $3.25, re- 
spectively. Further information on request from Amberg File & 
Index Co., Kankakee, Ill. 
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INGENUITY IN CONSERVATION. The Office Service Division, Studebaker Corporation, South Bend, 
Ind., has developed with the aid of equipment available in the company's plant a grinding process to 
recondition rubber ink rollers which are out of round and typewriter platens which are deeply pitted 
or grooved. A discarded hand-type buffer motor, a steel bar which fits into the tool post on a lathe, 
and a 4-inch Norton grinding wheel are the main essentials of the device. A light metal grinding 
wheel cover, built by hand, serves as a safety guard and controls the rubber grindings. This cover, 
has an exhaust tube to fit into the motor cover opening of a small used vacuum cleaner. When the 
grinder is operating, the cleaner accumulates the rubber grindings in the bag. Cover and cleaner 
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are also mounted on the grinder motor housing. 


CONSERVATION OF OFFICE MATERIALS 


@ Mr. Stapleton, a past 
president of the National 
Office Management Asso- 
ciation and recipient of 
that association's Leffing- 
well Award for outstanding 
contributions to the field 
of office management, de- 
livered the paper from 
which the excerpts here- 
with are taken at the Semi- 
nar held earlier this year 
on “Office Management 
During the War," spon- 
sored by the Office Man- 
agement Association of 
Chicago with the co-oper- 
ation of Northwestern Uni- 
versity. 

Mr. Stapleton speaks 
from the Canadian point 
of view but his remarks 
hold high interest to Amer- 
icans since Canada has 
long been meeting office 
problems still fairly new 
to the United States. 


November, 1942 


By C. U. Stapleton 
Manager. Office Services, Canadian 
National Railways. Montreal. Canada 


That period of rapidly declining business caused a great deal of atten- 

tion to be paid to office economics by my employers, the Canadian 
National-Grand Trunk Railway System. Before the effect of this economy 
drive wore off, the war was upon us, and now, in swiftly expanding busi- 
ness, we are asked to do our work with less office materials than last year. 
Our last year’s expenditure for office equipment, printed forms, and office 
supplies increased twelve per cent. These materials had cost us over a 
million dollars the year before, and the business had increased twenty-three 
per cent since, so it might have been much worse. We know there is a great 
deal more to be done, but because we have had more experience in waste 
curtailment than some of you, we were requested to send a representative 
to discuss the question with you. 


| EN years ago the “depression” started. Perhaps you may remember it. 


W aste 
Waste is costly in every walk of life at any time; in the shop, the office, 
and at home. The prevention of waste frequently gaps the narrow span 
between loss and profit. How to cope with the wastage in office materials, 
these days, becomes more a current problem of meeting existing and antici- 
pated shortages, than of lowering office expenses. In fact today, waste is 
nothing more or less than sabotage. 


Correction 
It is certainly not the desire of any right thinking employee to abuse 


equipment, or to waste supplies, and if each employee can be taught to take 
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care of his or her individual allotment, to regard it as personal property, 
and to conserve it accordingly, then the large yearly wastage will be sub- 
stantially curtailed. Now don’t imagine from this that it is only necessary 
to call a meeting of the clerical workers, explain the present emergency 
and request or instruct them to conduct themselves as though the business 
belonged to them, in order to be assured of effective conservation. Such 
talks are helpful, of course, but alone they amount to merely CONVERSA- 
TION—not CONSERVATION—which are two spellings of exactly the 
same letters. Something more must be added. Definite direction, close and 
constant supervision, and, above all, action. 


Machine Equipment 

Would we replace that office machine and pay out the cash difference on 
the trade-in, if it came out of our own pocket? Or would we defer the 
exchange until it becomes essential? Do we depend too much upon con- 
demnation reports and official approvals? The usual multiplicity of ap- 
provals on the requisition, many of them put there as a matter of form 
only, proves very little to me in establishing the requirement as essential. 
So many times, after the question is fully discussed with the originator, it 
has been found to be desirable, but not essential. As for condemnation 
reports, they are not always unbiased. 

But the question of necessity is not one of fine distinctions. It is uncom- 
promising and fundamental. The replacement or addition to the equip- 
ment is either definitely essential, or it is not essential, and the measure of 
good office management these days is in finding a way to avoid purchase 
and still satisfy the requirement. A complete and up-to-date inventory of 
The new Insulux glass block and wood strip partition, for quick construction of office partitions, is 
simply “laid in place." Once the opening has been framed, the entire panel goes up without nailing 
or other fastening, as fast as a workman can take the blocks and strips out of their carton. The work- 
man lays down a horizontal molding (as shown), sets glass blocks and vertical separating strips on it. 
The wood strips interlock with the blocks by reason of their ridged faces which fit into the flutings 
on the edges of the glass blocks. Notched ends of the vertical wood moldings interlock with the 


horizontal moldings. The whole panel is locked firmly and securely in place when prefabricated wood 
wedges are installed at the ends of each course. Owens-Illinois Glass Co., Toledo, O., is the producer. 
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equipment in all offices is a great help in arranging for 
the constant use of those machines now used intermittently. 
Transfers, loans, centralization, and other readjustments 
are agreed to and supported by the office staffs more 
readily now than ever before. 

We have just avoided the purchase of an electric calcu- 
lator in one location where there was not one of these 
machines, by the transfer of a machine from another point 
where there were two of them, both being used only part 
time. A re-scheduling of work at the latter point per- 
mitted one machine to be used by both offices and released 
the second machine for transfer. Another current case 
is a requisition from an outside point for the replacement 
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VITAL STATESTICS, VITAL MACHINES 


¥% Statistics have always been one of the effective tools of American progress in 


of a condemned electric addressor used for several offices. 
We are providing this machine by organizing a central 
addressing service at another location where there are 
three electric addressors used by thirteen offices and the 
centralization will permit the work to be done by two of 
them, releasing the third machine for transfer. These 
two cases are not only meeting the shortage in office 
machines, but also saving our railway fifteen hundred 
dollars. At headquarters we had two duplicating services, 
one with stencil rotary machines and the other with gelatin- 
roll flat-bed machines. Combining these two is enabling 


(Turn to page 34) 


‘SEER aE 
Be BEaR 
eeeees 
oS peaee 
TT . 


coneentuunn 


peace and war. And government and industry alike look to the office equipment 
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field for the machines and equipment necessary for keeping statistical work at its 
highest peak of efficiency. Here is a view of the statistical machine room in the 
home office at Wausau, Wis., of the Employers Mutual Liability Insurance Co. of 
Wisconsin and the Employers Mutual Fire Insurance Co. In use here are IBM tabulating 
equipment, and General Fireproofing Co. chairs and tabulating files. The statistical 
machine room is one of the features of the company's new office building, opened 
in the fall of 1941. 
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FOR THE OFFICE 


RIGHT: 


NO PRIORITY RESTRICTIONS on this new automatic rotary 
gelatine duplicator, Model R5, recently developed by Ditto, Inc., 
Harrisson at Oakley Blvd., Chicago. Model is either automatic 
or hand-fed; delivers from original writing, typing, or drawing, 
—70 copies per minute on automatic feed, 40 copies per minut 
hand-fed. No stencils or type are used. The R5 reproduces 
eight colors simultaneously. Copies are deposited in receiving 
tray face up, flat. Operating cost is figured at five cents per 
hundred copies. New machi dates sheets of any size 
up to 9 x 14 inches, produces copies from typewritten, pencil, or 
ink originals. Sturdily built, finished in black Wrinx. 


LEFT: 

AGATE CARD TRAYS, built for durability. This sturdily con- 
structed card tray is made of tough fibreboard, edges rein- 
forced with heavy Kraft tape. Bottom is of wood and chipboard; 
tray is lined inside with blue glazed paper. Outside is covered 
with black and white agate paper. Equipped with easily adjust- 
able pinch type follower block, label holders, and pull on one 
end. Tray is !1'/2 inches long; sizes from 3 x 5 to 6x9. From 
Hedges Mfg. Co., 2539 Wentworth Ave., Chicago. 


BELOW: 

BAINBRIDGE ROYAL CHAIR CUSHION, listed and pictured 
in supplementary discount and net price list on New Items, re- 
cently issued by Bainbridge, Kimpton & Haupt, Inc., 218 Green- 


BESS RyypM 


wich St., New York. Covered with imitation Spanish grain leather 
filled with specially processed comber cotton, divided into com- 
partments to prevent sagging or shifting of filler. Available in 
three colors: mahogany, green, and oak; and three sizes: 14!/, x 
16, 18 x 17, and 18/2 x 20, listed at $2.50, $3 and $3.50, respec- 
tively. Available, same sizes and costs, in reversible style, one 
side imitation leather, the other high grade frieze material. 


ABOVE: 


NON-METALLIC FILE FASTENER for binding papers in filing 
folders and brief or binder covers, just announced by National 
FiberstoK Envelope Co., 429 Moyer St., Philadelphia. Made of 
tough, flexible fibre, this fastener has series of notches in edges 
of prongs which engage specially designed compressor plate to 


provide non-slipping binding, and at same time allow for varia- 
tions in capacity. Available in all ae centers with one- and 
two-inch capacity prongs. Available with one-piece base and 
in attached prong style is 23-inch center style. All other 
centers have attachable prongs. Full information, samples, and 
prices available on request to pany. 


RIGHT: ' THE 


TYPE AND ROLL REFINISHER. Now available is a new flui 

designed to prevent rubber typewriter platen from hardening 

and to clean type efficiently. Produced by Write, Inc., 420 Lex- 

ington Ave., New York, as Typ-Rol, fluid is sold through station- 

ery stores throughout country. Non-inflammable, Typ-Rol has a ' TYPE CLEANER 
pleasant odor, is easily applied, does not soil hands. Directions i Ane Garnnees 
say that one application a week will keep rubber and metal 

parts of typewriter in excellent condition. 


LEFT: 

BUMP PAPER FASTENER, after being off the market for ten 
years, comes back to help out in the emergency created by 
shortages of wire staples and clips generally used for fastening 
together papers, letters, etc. Bump fastener requires nothing 
but paper sheets themselves for operation; no clips or staples are 

y- Fast is made of non-critical materials in three 
models to meet various office requirements. Stand type with 
punch shown here is fastener and perforator combined. A nar- 
row and a combined wide hand grip fastener are the other 
models; these two are ideal for many desk uses. Manufactured 
by Bump Paper Fastener Co., LaCrosse, Wis. 
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IMPORTANT 


AMENDMENT 


ISSUED BY THE OPA ON USED 
TYPEWRITER SALES AND RENTALS 


HE first amendment to the typewriter price regulation—Amendment 1 
| to Maximum Price Regulation 162—contains many important provi- 
sions warranting close study by organizations using rented typewriters. 
A copy of the amendment, obtainable from local OPA offices, should be 
kept conveniently at hand with the copy of Regulation 162 itself, for quick 


reference as various problems arise. 


Especially interesting provisions of the amendment, which was issued 


Provisions on Evasion 
“1398.75 Evasion. 


“(a) The price limitations set forth in this Maximum 
Price Regulation No. 162 shall not be evaded, whether by 
direct or indirect methods, in connection with an offer, 
solicitation, agreement, sale, rental, delivery, purchase or 
receipt of or relating to used typewriters, alone or in 
conjunction with any other commodity or by way of com- 
mission, service, transportation, or other charge, or 
discount, premium or other privilege, or by tying-agree- 
ment, or other trade understanding, or otherwise. 

“(b) Specifically, but not exclusively, the following 
practices are prohibited, in connection with the sale or 
rental of a typewriter: 


“(1) Decreasing cash or quantity discounts or trade-in 
or exchange allowances below those available during the 
period Oct. 1 to 15, 1941. 


““(2) Increasing charges in effect during the period 
Oct. 1 to 15, 1941, for deferred payment, or for any other 
form of instalment, time payment or credit account. 

“(3) Diminishing the effective period of guarantee or 
warranty, or the quantity or quality of maintenance or 
other service, customarily rendered during the period Oct. 
1 to 15, 1941, without corresponding reduction in price. 
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October 14th, are quoted herewith: 
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“(4) Misrepresenting the state of repair of a used type- 
writer. 

“(5) Requiring purchasers to pay a larger proportion 
of transportation costs incurred in the delivery of used 
typewriters than the seller required purchasers of the same 
class to pay during the period Oct. 1 to 15, 1941. 

“(6) Refusing to permit persons renting typewriters to 
arrange for delivery from and to the supplier’s place of 
business.” 


Classes of Machines Defined 


“1398.82 DEFINITIONS .. . 

“(3) ‘Used typewriters’ means any typewriter which has 
been in the physical possession of a user and which has 
been subjected to use, or any typewriter which has been 
consistently used for purposes of demonstration; the term 
includes shopworn, reconditioned and rebuilt typewriters: 

“(4) ‘Shopworn typewriter’ means a typewriter which 
has been in the physical possession of a user for a period 
less than six months, and which has been subjected to use, 
or any typewriter which has been consistently used for 
purposes of demonstration for a period less than six 
months; 

(5) ‘Rebuilt typewriter’ means a used typewriter which 
has been dismantled and inspected since its last use and 
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which meets the following specifications: all internal and 
external parts clean and free from rust, corrosion and 
flaws; main and carriage frame never bent nor broken; 
finish of main frame or mask approximately equivalent to 
new finish; working mechanism lubricated and adjusted to 
new machine specifications; type whole, clear, accurately 
aligned; ribbon, typebar rest, platen surface, feed rolls, 
paper-finger or bail rolls new, and adjusted to give maxi- 
mum performance; 

“(6) ‘Reconditioned typewriter’ means a used _ type- 
writer which has been inspected since its last use and 
which meets the following specifications: all parts clean, 
internal parts free from rust, corrosion, flaws; working 
mechanism lubricated and accurately adjusted; type whole, 
clear, accurately aligned; ribbon new; platen, feed rolls 
and paper-finger or bail rolls of size, shape and adjustment 
to give positive feed, registration, and manifolding per- 
formance; 

“(7) ‘Rough typewriter’ or ‘as is typewriter’ means a 
used typewriter which is not a shopworn, rebuilt or recon- 
ditioned typewriter; 

“(8) ‘Sale at retail’ means a sale to an ultimate user 
or his agent; 

“(9) ‘Sale at wholesale’ means a sale to any person 
other than an ultimate user or his agent.” 


Rentals 


“1398.83 APPENDIX A: MAXIMUM PRICES FOT THE RENTAL 
AND SALE OF TYPEWRITERS. 

“(a) The maximum price for the rental of typewriters 
shall be: 
“(1) Typewriters manufactured since Jan. 1, 1935: 


One- 
*3days half One Three 
orless Mo. Mo. Mos. 


Electromatic typewriters... $2.00 $5.50 $10.00 $25.00 


* Whether or not a stand is supplied. 


One- 
*3days half One Three 
orless Mo. Mo. Mos. 


Other office-size typewriters: 
14” carriage and under. 2.00 2.25 3.50 8.75 
16” to 20” carriage inclu- 


| eR REY ae . 2.00 3.25 5.50 18.75 
Over 20” carriage..... 2.00 5.25 9.50 23.75 
Portable typewriters ...... 2.00 2.00 3.00 7.50 


“(2) Typewriters manufactured prior to Jan. 1, 1935: 
Electromatic typewriters ... $2.00 $4.75 $8.50 $21.25 
Other office-size typewriters: 

14” carriage and under. 2.00 2.00 3.00 7.50 
16” to 20” carriage inclu- 


DE ae wipe Sawn 0 ae ax 2.00 3.00 5.00 12.50 
Over 20” carriage...... 2.00 5.00 9.00 22.50 
Portable typewriters ....... 2.00 2.00 3.00 7.50 


* Whether or not a stand is supplied. 


“(3) If the rental is for a period of more than three 
months, the rental rate for each additional month shall not 
exceed one-third of the three-month rental rate set forth in 
subparagraphs (1) and (2) of this paragraph. 


“(4) If the supplier of the rented typewriter is obliged 
to render delivery and pick-up services in connection with 
the rental of the typewriter, he may add to the maximum 
price, as set forth in paragraph (a), a reasonable charge 
for such service and may demand and receive the amount 
of such charge simultaneously with the charge for the 
initial rental period. 


“(5) The age of the typewriter shall be determined by 
its serial and model number.” 


Electromatic and Wide-Carriage Prices 


“(b) The maximum price for the sale at retail of a used 
office-size typewriter with a 10- or 11-inch carriage shall 


be: 


“Electromatics 
(Base price—add 
wide-carriage 
allowance) 

To 12,608: ......... es 

11,850 to 21,800.......... 
21,800 to 26,800.......... 
26,300 to 31,500.......... 
31,500 to 34;700.......... 
34,700 to 39,000.......... 
39,000 to 47,700.......... 
MP TD oaks Siew ee 


“(1) If the typewriter has a carriage wider than 10 or 


‘Rough’ Recon- 
or ‘Asis’ ditioned Rebuilt 
$15.75 $60.75 $90.75 
41.25 86.25 116.25 
48.75 93.75 123.75 
56.25 101.25 131.25 
63.75 108.75 138.75 
71.25 116.25 146.25 
78.75 123.75 153.75 
101.25 146.25 176.25 


11 inches there may be added to the maximum price the 


following amounts: 


OE ONIN: 2g oe eek. 
14” carriage 
16” to 20” carriage inclusive 
Over 20” carriage......... 


‘Rough’ 
or‘Asis’ ditioned Rebuilt 
$3.75 $3.75 $3.75 


Recon- 


7.50 8.75 8.75 


15.00 17.50 17.50 
22.50 27.50 27.50” 
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NOT GIRL 


Carbon paper that curls is hard to 
handle, upsets your typists, causes mistakes. 
Time loss directly chargeable to curling carbon 

may Swamp your typewriters, bo 4 down your entire 
business schedule. Test free DAWN samples and 
see why... 


it pays to ive your typists DAN 


OLD TOWN'S AMAZING NEW CURLPROOF CARBON 


DAWN gets the job into the machine quicker . . . turns 
it out neater. Saves time. Saves temper. Saves mistakes. 
REASON: DAWN STAYS FLAT, never curls, is easy 
and clean to handle. Try this speedy carbon. For test 
samples write OLD TOWN RIBBON & CARBON CO., 
Inc., foremost makers of ribbons and carbons for every 
use. Address Dept. D-9. 


Every sheet of OLD TOWN carbon trade-marked and GRADE- 
marked. Know whet you buy .. . get what you pay for. 


ov rown Lon é-Gabon Co: Ine. 


“MAKES A GOOD IMPRESSION” g 


General Offices and Factory: 750 Pacific Street * Brooklyn, New York 


Ask your 
office supply 
dealer. 
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YOUR STATIONER can 
give you IMMEDIATE 
DELIVERY on QUALITY 
PARK filing and mailing 
supplies 


CHAMPION ctase ENVELOPES 


have well gummed flaps and seams that with- 
stand hard usage. 


DOUBLE-TOP FILE JACKETS 


stand erect in the files. Most economical and 
convenient file for grouped letters, or any 
bulky correspondence. Available in either 
Rope-Manila or Red Fibre. 


When ordering from your stationer 
specify QUALITY PARK 


QUALITY PARK ENVELOPE CO. 


General Office & Fe Chicago Office and 
Quality Park ” Warehouse 
St. Paul, Minnesota 564 W. Monroe Street 
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OFFICE EXECUTIVES MEET IN CHICAGO 

“Office Management in War-Time” was the timely 
topic of a most interesting conference held by the Amer- 
ican Management Association at the Drake Hotel, Chicago, 
October 15th-16th. Sessions were arranged under the direc- 
tion of W. E. Tarr, of South Bend, Ind., general office 
manager of the Studebaker Corp. and AMA vice-president 
in charge of the office management division. 

W. A. Patterson, president, United Air Lines Transport 
Corp., spoke at the dinner held the first day, on “The Office 
Executive in the New Era of Management.” The luncheon 
speaker on the second day was Henry E. Niles, secretary of 
the Baltimore Life Insurance Co., who painted a prophetic 
picture of the office of 1967. 

Speakers appearing at the regular sessions were: Fred 
R. Atcheson, retail comptroller, Marshall Field & Co.. 
Chicago; Professor Robert P. Brecht, industry depart- 
ment, University of Pennsylvania; Ordway Tead, director, 
business books, Harper & Brothers; J. C. Staehle, director 
of industrial relations, Chicago Mail Order Co.; H. C. 
Gretz, assistant comptroller, American Telephone & Tele- 
graph Co., New York; F. W. Stein, vice-president, and 
William E. Bloom, supervisor of industrial engineering, 
both of Standard Register Co., Dayton, Ohio; Professor 
C. L. Jamison, business administration department, Uni- 
versity of Michigan; Louise M. Newman, personnel man- 
ager, Northwestern Mutual Life Insurance Co., Milwaukee. 

Other speakers were Charles R. Riker, supervisor of 
extension training, Westinghouse Electric & Mfg. Co., East 
Pittsburgh, Pa.; Robert N. McMurry, associate director, 
Psychological Corp., Chicago; C. E. Jurgensen, industrial 
relations department, Kimberly-Clark Corp., Neenah, Wis., 
and L. A. Griffin, general office manager, Johns-Manville 
Corp., New York. 

A special feature was an exhibit of time- and money- 
saving devices and methods. 


TRANSCRIPTION SUPERVISORS 
HOLD ANNUAL LEGISLATION MEETING 

Congressman William Townsend Pheiffer, New 
York, made a special trip from Washington October 19th 
to be the guest speaker at the annual legislation meeting 
of the Transcription Supervisors’ Association of New 
York, at the Hotel Sheraton. His subject was “Wage 
Stabilization.” A round table discussion followed. The 
members of the association have under their collective 
supervision more than 2000 employees in the metropolitan 
area who are definitely concerned with wage control legis- 
lation. 

Miss Ruth E. Delker of Manufacturers Trust Co., asso- 
ciation president, presided. The speaker was introduced 
by the legislation committee chairman, Miss Irene H. 
Clark, of Wm. Iselin & Co., Inc. An original quiz entitled 
“Legislation Liz’s Quiz” was presented, based on the sub- 
ject of “Price Control Efforts in the United States and 
Other Countries,” as published by the Department of 
Financial and Business Research of Chase National Bank. 
Committee members in charge of the quiz were Miss Carina 
L. Meyers, of American Steel & Wire Co.; Miss Edith 
Stanley, of Joseph Dixon Crucible Co.; and Miss Mae 
Burke, of American Mutual Liability Insurance Co. 


JANUARY, 1942, ISSUES SOUGHT 

OFFICE EQUIPMENT DIGEST seeks two copies of its Janu- 
ary, 1942 issue for the files of the Register of Copyrights 
in Washington, and will greatly appreciate it if any reader 
possessing a copy of that issue will send it to 

OFFICE EQUIPMENT DIGEST 
260 Fifth Avenue 
New York 

Postage will be refunded. 
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ACCO PUNCHES 
are KNOCKOUTS ! 


Weak punches aren’t worth much, either 
in the prize ring or in business. It takes 
power and stamina, brute strength and 
long-lasting quality to do today’s tre- 
mendous job. And here, again, you will 
find an ACCO Product ready to help you. 


Acco Punches can take it—but they’re 
even better at dishing it out—fine, clean 
cut work, accurate gauging, faster, easier 
punching. You'll enjoy hearing your 
office say “Acco Punches are knockouts!” 


When you need punches ask your sta- 
tioner for the quality kind—ACCO 
Punches! 


ACCO 


PRODUCTS, INC. 


39th Avenue and 24th Street | J-S-STAEDTLER-INC-NEW YORK 


Long Island City, N. Y. NATIONAL DISTRIBUTORS: 
KEUFFEL & ESSER CO. 
NEW YORK 
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DONT LET THE SHORTAGE 
OF WIRE STAPLES OR CLIPS 
DISRUPT“ FILES 5 


Fasten papers together without 
staples or clips—the Bump way. 
It saves time and expense. It 
requires nothing but the paper 
sheets themselves. The first cost 
is your only expense. There 
are no staples, clips or pins 
needed—no metal of any kind. 


Now, when vital metals are so 
important to the all-out war 
effort this saving of metal is a 
contribution to Victory. The 
Bump Paper Fastener is made 
of non-critical materials—black 
oxidized finish —today indis- 
pensable equipment in any fil- 
ing department. With it you 
won't have to worry whether 
next year you will be able to 
have papers fastened together 
in your files. There'll be no 
loose sheets, even though you 
cannot get metal clips or fas- 
tenars. Your filing efficiency TWls Sump Fashonar ls fastener and 
will be normal. 


round hole to fit '/4"' binding post— 
a real money and time saver. 


No. |. Hand type 
narrow grip fast- 
ener. 


A handy device for any desk—used by 
thousands of office workers. 


Ideal for daily correspondence, to fasten enclosures to let- 
ters, bills to vouchers, drafts to bills of lading, checks to 
remittance slips, 
and many other 
uses is this hand 
model. It is a low 
priced fastener 


No. 00. Hand 
with a wide grip type wide grip 
for almost uni- fastener. 


versal desk use. 


A trial will convince you of the efficiency and money saving 
of Bump Paper Fasteners. Prices upon request. 


BUMP PAPER FASTENER CO. 
LA CROSSE, WISCONSIN 


Manufacturers 
of 
the 


APER FASTENER 
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NEW YORK NOMA HEARS WPB OFFICIAL 
At the October 21st meeting of the New York Chap- 
ter of the National Office Management Association, N. G. 
Burleigh, chief of the service branch of the War Production 
Board, on leave from the Amos Tuck School at Dartmouth 
College where he is a Professor of Business Administra- 
tion, spoke on “Office Equipment Problems Created by the 
War.” The gist of Mr. Burleigh’s informal remarks was 
that American office managers would be wise to take the 
best possible care of their equipment and make it do as 
long as possible because there will be no replacements to 
speak of for the duration. Merrill B. Sands, president 
of Dictaphone Corp., was chairman of the meeting. 
At the chapter’s November 18th meeting, a hand-picked 
panel will discuss the important subject of War-Time 
Salary Problems. 


“INDEXING & ALPHABETIZING SIMPLIFIED” 

Despite what the jokesters say, not all high school 
and college girls are brought up unaware of the relative 
positions of the letters in the alphabet. Filing difficulties 
do not so often arise from inability to tell whether E comes 
before or after F as from lack of knowledge of how to 
alphabetize “John Doe & Richard Roe, Inc.” or “The Union 
for the Economic Stabilization of Aged Needle-Women.” 

Vera A. Avery, file analyst for OPA’s regional office in 
Chicago, and Freida Kraines, Records and Library Super- 
visor for the Chicago Park District, have written a 
pamphlet, “Indexing and Alphabetizing Simplified,” to re- 
duce alphabetic filing rules to scientific principles. The 
rules governing indexing and alphabetizing are presented 
in simple language and illustrated by a long list of names 
completely alphabetized and keyed back to the rules, mak- 
ing a valuable instrument for the teaching of filing 
principles. 

The booklet is published by Pamphlet Distributing Co., 
313 W. 35th St., New York, at 50 cents. 


CONSERVATION OF MATERIALS 
(Continued from page 27) 

us to produce one million more impressions per year with 
the same staff and the same equipment. Revising operat- 
ing methods, setting production quotas, and interchanging 
operators during peak loads, did the trick. This not only 
represents more than a sixty per cent increase in produc- 
tion, but it also resulted in the cancellation of a seven hun- 
dred dollar replacement of a stencil duplicator from this 
year’s budget. 

Those are only a few examples of starting from where 
we are with what we have, using our common sense in 
juggling our machines around to keep them rolling the 
greatest number of hours daily, and, above all, constantly 
remembering that no question of office convenience, or per- 
sonal privilege, must be allowed to interfere with the best 
interest of the railway as a whole. If you want further 
examples of our application of this policy, in more detail, 
you will see them in the final paper of the National Office 
Management Association Proceedings of the annual con- 
ference in Boston last June. 

In the past it has always been important to take care 
of typewriters. Today it is essential due to the govern- 
ment’s order banning their production. Typewriters doubt- 
less received less care than any other office machines, but 
now they are coming into their own, and, at last, will be 
treated with the respect they have deserved for all these 
years, without getting it. Quick depreciation will be a 
thing of the past. Operators will now be required to take 
proper care of their machines in the office, as they always 
have been in the factory. 

Typewriter companies estimate that ninety per cent of 
their repair calls consist of adjustments which can be made 
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‘HERE’S GENUINE Oo 
osLONG LEAD REFILLS | 


For the 
Millions of 
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The [ONGYEAD 


Hu ays Sharp 
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ALWAYS READY TO WRITE ‘ 


And in the wide range of degrees and colors 
available in Scripto leads, there is one for all 
who write or figure. When the 4-inch lead is 
finally used up, merely insert another, and you 
are ready to go again! 


We suggest that you take extra good care of 
your Scripto pencils. The supply of materials 
for making new pencils may be uncertain for 
the duration of the war. But each Scripto pen- 
cil is built to last and the 4-inch genuine 
Scripto refill leads are plentiful. They are al- 
ways sharp—always ready to write—always 
the correct diameter for any Scripto pencil. 


ASK YOUR OFFICE SUPPLY DEALERS 


They will gladly quote 
prices and give prompt at- 
tention to your orders for 
the various degrees and 
colors of both 4-inch and 
1%-inch Seripto leads. Ask 


FOLDER ROLL LABEL 


: 
ot 
*%e 


ee Tags & Labels 


them now. 
e its IDENTIFY SCRIPTO 
Printed to Order °° . F j LEADS BY THE RED 
4 <a ae. CIRCLE ON THE PACK 


10 WEST 19 TH STREET, NEW YORK 


= MFG.CO. %& ATLANTA, GA. 
BUY U. S. WAR BONDS AND STAMPS 
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THE TRADEMARK OF QUALITY [AN 7 
FOR OVER A QUARTER OF A CENTURY \\ 7; WW | 
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PINTICKETS Jim rs PENCIL | < 
DIE GUT SEALS 7 *, ; 
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Re 


E rapidly growing demand for National's 


thin lead, colored and crayon pencils 


proves their excellent quality. 


Your dealer can furnish you with samples 


and attractive prices—or—write for samples 
direct. 


Get acquainted with National's fine pencils. 


NATIONAL PENCIL COMPANY 


Shelbyville 


Tennessee 


Concentrate 
on KS and 
put the money 
you save inte 
War Bonds 
and Stamps. 
Every leyal 
American is 
putting at 


least 10% 
inte Bonds 
and Stamps. 


VICTORY COMES 
A LITTLE CLOSER! 


Every time you turn the handle of Model KS—depend- 
able Boston Pencil Sharpener—ultimate victory comes 
nearer. Why? Because the material and skill that 
for generations has gone into the making of other 
Boston models now is diverted to the war effort, to the 
big job of winning the war. Model KS carries on for 
the duration so, when you sharpen your pencils with 
our present KS or a new KS, you are helping us to 
Kelp the government. And, believe us, KS will do a 
more-than-adequate job for every pencil sharpeninc 
purpose! e 


Yes, it's KS for the duration—and only KS. That's the model 
we are standardizing on to release materials, tools and engin- 
eering skills to help win the war. 


C. Howard Hunt Pen Co., Camden, N. J. 


BOSTON 


PENCIL SHARPENERS - 
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with a screw driver, and they state that about fifty per 
cent of these calls would not be necessary if the machines 
were examined closely before putting in calls. There are 
a number of typewriter attachments whose action may be 
traced very easily and these attachments are usually the 
parts of the machines which are most likely to get out of 
adjustment. All stenographers are not mechanically in- 
clined, but there is usually someone in each office possessed 
of some mechanical qualifications, and who will, as a rule, 
be quite willing to make any adjustment necessary when 
called upon by his fellow clerks. 

There is nothing complicated about prolonging the life 
of a typewriter. It is as simple as A, B, C. All the atten- 
tion necessary is to keep the machine free from dirt, give 
one-drop applications of oil, use only the best oil and wipe 
off the surplus. This is all there is to it. 


Metal Filing Equipment 

We know we have to make our present steel filing 
cabinets last. The Government leaves no doubt about that. 
Their further production is banned. This also applies to 
steel shelving, index drawers, trays, etc. Our present sup- 
ply must be made adequate to our needs by instituting a 
“Destruction of Records” program immediately. Such 
a program, once under way, and rigidly carried out, keeps 
expansion to the absolute minimum. During this survey, 
paper fasteners, folders, and file guides can be salvaged 
for re-use, letters of no reference value can be saved for 
scratch pads or draft copies, and many reports that never 
had a reference value proportionate to their cost will be 
revealed and can be cancelled in the future. 


Stationery 

What do we do about our stationery at home? Do we 
throw it in the waste basket when only partly used? 
Sometimes I wish there were no waste-paper baskets. 
There is no question that much of the waste now going on 
could be curtailed by closer attention to instruction and 
supervision, for the economical use of office materials is 
largely dependent upon the amount of instruction given 
the clerical employee and the extent of supervision. In- 
structions regarding what to use in the work should be 
simplified by an explanation of how to use it. There is 
but one way to secure the best result in handling supplies 
or equipment and this is to teach office employees to value 
office materials. Until this is done, it will be unfair to 
expect any special care to be taken. An employee who 
throws in the waste-paper basket partly used file folders, 
carbon paper, typewriter ribbons, pens, pencils and other 
supplies, without a thought, or carries these home for 
personal use, would be shocked if it were suggested that 
the same thing could be done with the office petty cash, 
postage stamps, or car tickets, yet the loss to the firm 
applies in both cases. Small waste of this kind may not 
be important in an office with half a dozen clerks, but they 
do constitute a considerable leakage in a hundred such 
offices, or an office with dozens of clerks. We must find a 
way to make the employee conscious that material repre- 
sents money. 

Statistics say that the railway has to haul one ton of 
freight one mile to buy a single lead pencil. That means 
nearly a million ton-miles of freight to furnish a year’s 
supply of pencils. A typewriter ribbon costs twenty-six 
tons of freight carried one mile—another million, and more 
—ton-miles to keep 5000 or so typewriters in ribbons over 
a year. 

Take that ton of freight—the lead pencil. Only a third 
of the average pencil is ever used. One third is sharpened 
away. That can’t be helped; there is bound to be wastage 
in sharpening pencils. The third third of the pencil is 
simply thrown away. Stubs are awkward to use. But 
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When Esterbrook Pens 
Go Marching Off to War 


Uncle Sam and many of the Country's vital war in- 
dustries have ordered hundreds of thousands of 
Esterbrook Pens. At the same time, our ability to 
meet this expanding demand for our products has 
been limited by restrictions on rubber, metal and 
other strategic materials. 


Naturally, under circumstances such as these, our 
good friends and customers have found their non- 
rated orders for our products delayed while orders 
essential to our war effort are being filled. 


We appreciate the good grace with which you have 
accepted these delays. Your helpful understand- 
ing has encouraged us and we take this oppor- 
tunity to tell you that we will make every effort to 
fill your orders as quickly as government and war 
industry priority demands and our raw material 
supplies will permit. 


FOR QUICK FACTS, USE 


COOK'S 


STEEL FILE SIGNALS 
WILL NOT TARNISH 
EASY TO ATTACH 
READILY SHIFTED 
ALWAYS STAY PUT 
12 NON-CHIP COLORS 


THE ESTERBROOK PEN COMPANY 


CAMDEN, N. J. 
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ACME 
ISIBLE 


Pe 


TIME / 


ALL RECORDS 
ARE INSTANTLY 
AVANABLE 


Delays are out—as the unheard of demand on American 
industry makes it necessary to speed up—NOW. Scores of 
businesses, manufacturers and Government departments are 
handling increased volume easier and quicker with Acme 
Visible Records— because they have available at all times 
up-to-the-minute accurate data that saves precious time and 
enables them to keep pace with skyrocketing requirements. 

Visible Equipment is applicable to every kind of 

pn i an ee multiplies the value of the record 

and, in addition, effects a substantial savings in clerical time. 


Ask for your FREE copy of Wustrated folder, “ACME TIME SAVING VISIBLE RECORD SYSTEMS” 


ACME VISIBLE RECORDS. INC. 


122 S. MICHIGAN AVENUE, CHICAGO, ILLINOIS 
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MANY PAT. FEATURES 
TYPES FOR ALL FILES 


ilAnaa 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 


SEND FOR CARD 
OF SAMPLES 


EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED 


cOoDO 
CARBON 
PAPERS 


For- 
Distinguished 
Service to 
Business 
. 


In SUPER-KOTE and TYPOCRAFT Carbon 
Papers are built all of the most desirable qualities sought 
by carbon paper buyers. Their qualities are absolute per- 
manency, together with clean, precise, non-smearing 
copies. 


GUARANTEE: Should Codo products not prove satisfac- 
tory, purchases will be replaced or payment refunded. Codo 
Carbon Papers are quaranteed not to deteriorate for 5 
years from sale. Records made with Codo Carbon Paper 
last as long as the paper on which they are made. 


CODO MANUFACTURING CORP. 


509 South Franklin Street 270 Lafayette Street 
icago New York 
Factory: Coraopolis, Penna. 
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there are pencil extenders which are quite convenient and 


which prolong the pencil’s life and save the company 
money. 
The life of a typewriter ribbon depends on more than 
the number of hours it works each day. It depends on the 
tA platen, upon the type faces—are they new and sharp or 
old and rounded, are they clean—on the touch of the oper- 


ator, on the number of copies necessary at each writing, 


WooD — and so on. 
Single colored ribbons give forty per cent more wear 
“They Look she Steel” than two-color ribbons. The red portion is often used for 


only the equivalent of ten written lines during the whole 
life of the ribbon. For this small amount of typing, red 
carbon paper can be inserted behind the ribbon. 

We have found that under favorable conditions two rib- 
bons will last as long as three, if used alternately week 
and week about on a busy typewriter, or changed monthly 
on one used only part time. The idle ribbon must be tightly 
wrapped in its original waxed or oiled paper until required, 
and when it is again put on the machine another typing 
path should be used. 

Carbon paper is another article that can easily be wasted. 
A saving was made by changing the container from a card- 
board box to an envelope with fifty sheets instead of a hun- 
dred. The number of units issued increased twenty-eight 


ea — AIR per cent but there was a net reduction of thirty-six per 
cs Solid Maple with All Joints Glued and Doweled. cent in the number of sheets used. 
ye Deep Saddle Seat and Large Form Fitting Back. 


No Adjustments—Swivels on Casters Carbon Inspection 
Choice of Finishes to Match Steel Porniture—Aleo Stained 


ef Seer 


Oak or Walnut. i i j i 
Scie Tle ati Median. Citta Bie Bhens of _One of our office supervisors issued instructions that all 
Colors. discarded carbon paper be brought to him periodically for 


. Attractive Prices—Prompt Deliveries. 
Write for Particulars 


STURGIS POSTURE CHAIR CO. 
STURGIS, MICHIGAN 


‘DUROL 


CLEANER (. 
MAKES OUR 


inspection. This saved over ten per cent of the consump- 
tion in the first. month and more later. In another office, 
all stationery in the desks was ordered to be turned in to 
the supply clerk and then re-issued only as required, which 
brought to light surplus supplies sufficient for several 
months in some items. 

We used to stock forty-eight different kinds of pen- 
points. In our offices these have been reduced to little more 
than a dozen, without cramping the writer’s style. Even 
these have been hard to secure since the war started. We 
expect this year’s allotment of steel pens to be about four 
per cent of last year’s consumption, so we have broken 
open our boxes and divided our stock into envelopes of six 
and twelve each. 

Our company once used as many as 9,912 printed forms. 
Now there are 6,838, and this decrease was possible even 
while the System grew and waxed more complicated. 
Standardization, simplification, eeonomy—this is the policy 
that makes it easy for employees to work efficiently and 


economically. The pace is set-—they are expected to follow. 
The tools and supplies used in an office, important as 


KEEP "EM TYPING they are, are useless without paper. Paper is our only 


raw material and without it there would be no office, no 


ee iad 
fel 
ie 


Make your typewriters last for the dur- 


ation by cleaning them regularly with . e 
DUROL the new liquid type conditioner. 
It assures clean, sharp originals and 


carbon copies with lighter touch—less 


calls from the service man. GELATIN ROLLS & FILMS 


RELIANCE PENCIL CORP. ; , —- POR NEVER, 
Mt. Vernon, N. Y. Dept. N& —E _ DITTO, VIVID, 
af STANDARD, Etc. 
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FREE SAMPLE will be sent when re- 
quested on your firm's stationery. 


CLEAN TYPEWRITERS 


: el oe weiss FOR PRICES 
LAST LONGEST BSTaiiinitlmeity 
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A NEW [TECHNYoRAPH] QUALITY PRODUCT 


FILE STENCILS 
fet heen tun 


This systematic 
and protective 
filing method 
insures utmost 
safety for sten- 
cials, at low cost. 


2 SIZES 


—for 50 and 
100 STENCILS 


20” long, 10” wide; 
handy index page is 
standard on both sizes; 
production record page 
for each stencil allows 
space for com- 
plete informa- 
tion. 


Covers are 
of heavy blue 
leatherette stock; 

numbered; 
spiral binding en- 
ables book to lie 
flat at all times. 


Write today for 
descriptive circulars 


Technygraph * 


TECHNY, ILLINOIS 


CHECK 


CAREFULLY— 
MEPHISTO 


BLUE PRINT CHECKING PENCILS 


Made expressly for checking on blue prints, 
but will also be found suitable for all other 
checking requirements. 


1340 Brick Red 1343 Orange 
1341 White 1344 Blue 
1342 Yellow 1345 Brown 


SET 01340 contains one each of the six colors and 


was produced at the request of several of the U. S. 
Government offices. 


KOH-1I-NOOR 
Drawing Pencils 
produce better 
blueprints. 


KOH-I-NOOR PENCIL COMPANY, Inc. 
373 Fourth Ave. * New York 


November, 1942 


We Time 


‘A e Charting 

\\ 4 Checking 
“\ + Color-Coding 

v Drawing Lines 

v Blueprint Marking 


more than ever need the 
supreme-serviceability of 


MONGOL 


THIN LEAD 


“Everyone's 

First Thought 
when thin lead 
Colored Pencils 
are mentioned." 


—_—e PENCILS 


Famous for strength of lead. .... 
Famous for brightness of color. . . 


Famous for long wearing points . . 
Famous for 3 degrees of hardness 
Famous for range of 26 colors. . . 


-EBERHARD FABER 


Leadership IN FINE WRITING MATERIAL 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Ordinary stencils permit oil to penetrate to the typewriter 
platen and feed rollers, causing “swelling.” As a result, 


| these vital parts deteriorate and require replacements— 


it you can get the rubber parts. 


With TEMPO Film Stencils, it's a different story! The FILM 
protects these vital parts—prevents oil penetration—saves 


expense of repairs and loss of time in tie-up of equipment. 


~ MILO HARDING COMPANY 


435 West Pico Boulevard, Los Angeles 


416 Commonwealth Annex, 
eo; oe 
FILM STENCIL 
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Get this business! 


With Sheaffer's remarkable V-Black Skrip 
you can make your store THE V . .. —Mail 
Center. For complete plan write W. A. 
Sheaffer Pen Co., Fort Madison, lowa. 


SHEAFFERS V-BLACK SAup 


Open a V...—MAIL 
INFORMATION CENTER 


Let Us Send You ra) Sample of 


A NEW CARBON PAPER 


Made with 


100% CARNAUBA WAX 


Manufactured by 


CARBON PAPERS, INC. 


Division of 


WESTLEY CARBON & RIBBON CO. 


22 Warren Street New Yor! 


k, N. Y. 


OFFICE MACHINE FACTS 
@ Six Stories Of Office Machines 
@ "One Source Buying” 

@ Low Prices . . . Best Values 

@ All Machines Guaranteed 


Send for GIANT NEW FREL CATALOG 
listing hundreds of office machine buys. 


SAVE ON 
Addressograph Adding Machines 
Elliott Calculators 
Mimeograph Comptometers 
Multigraph Check Writers 
Sealing Machi Dictaph 
Folding Machi Bookkeeping Machines 


1 Mailing Machines Kardex, etc. 
| The National Exhibit of Office Machines 


MAILERS SERVICE & EQUIPMENT CO. 


38-40 W. I5th St. (Mailers Bidg.), Dept. D-I1 New York City 
Cable: MAILSERV. N, Y. 


NUACE tonnes 


Here's Your Solution .. . ! 


NuAce Mounting Corners are the answer to all mount- 
ing purposes. They are used to mount clippings, draw- 
ings, photographs, maps and over 200 other items. 
NuAce corners are handy, neat and economical. Arti- 
cles can be removed or replaced at will without 
damaging. 


Regular, Junior and Senior sizes. In Black, White, Green, 


Red, Gray, 
Sepia, Ivory, Gold and Silver. Also in a crystal-clear Transparent style. 
Save Time! Save Money! Consult your dealer or write today for 
samples and prices. 


ACE ART CO.  itccin! ess 


MOORE PUSH-PIN COMPANY 
Since 1900 113-25 Berkley St., Phila., Pa. 


Is the Answer to 
A tax-smitten business man's prayer 


It simplifies—organizes— 


DOME ‘wei? INCOME TAX RECORD 


Keeps records up to date 


For Every Business and Professional Man or 


Accurate — Correct — Complete 


AX $2.00 a Copy 


— Distributed by 


Woman. 


A 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


218 Greenwich Street New York, N. Y. 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


(BERNG 


TRADE MARE Ore 


D, 


List Price. 


OUTSTANDING FEATURES 


able Gauge ... |"' Reach. . . Feed 
Nickel Plated and Polished 


No. 140—6!/." 


New Haven 


HEAVY DUTY LOOSE-LEAF PUNCH 


EN Te eee $30.00 per Dozen 
Standard Packages, One in a Box, Six Boxes in a 


Carton 
Weight Standard Package—3% Ibs. 
Dies—!/e", 5/32", 3/16", 7/32", /4'" Rounds 


Twin Spring Action — Opens and Strips Quicker 
Parallel Jaws . . . Compound Leverage . . . Adj 


ust- 


THE WM. SCHOLLHORN CO. 


Connecticut 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Menagers 


November, 1942 
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COPYRIGHT 1940 by SENECA FALLS RULE * BLOCK CO, INC. 
Seneca Falls, n.% 


SECRETARY 


® REGISTERED U.5.PAT. OFFICE 


| 


on, “WS, 
DESCRIPTIVE LITERATURE : : 
++ »SENT ON REQUEST: -- Write Dept. G2 


SENECA RULERS, Inc. 


SENECA FALLS, N.Y. 


The Daydex patented 


22 23 2425 
Week-at-a-Glance fea- ma = = Fri | Sat 
ture permits users to ew (ar fmt © 
see a week’s appoint- vy = ~- oes 
ments without turning 7a" wt i 4 
es. M . x Lt 5 
pag odels A, D, S. Apr torinp tees S| 


The new Daydex line is more than MODEL R-4 DAYDEX—For profes- 
just a quality memo-calendar pad sional use. Brown Leatherette binder 
line. It has INSTANTLY APPEALING and 4 tan quarterly books. Week-at-a- 
patented features that speed and Glance principle. Sheets provide sim- 
systematize daily routine. Already plified bookkeeping system. $3.50. 

a proven seller. Nationally adver- 

tised. Attractive Xmas boxes for MODEL E DAYDEX—For home and 
Models D and S. office. One page carries week’s ap- 
pointments. Patented date pointer. 


MODELS A, D, S DAYDEX—For grown and bright metal, $1.25. 


business, social and professional use. 
Week-at-a-Glance principle. Model A, 
black cover, $1.25. Model D, brown 
Leatherette cover, and Model S, ham- 


Model E > 
mered silver-type cover, each $1.75. 


Place orders for 1943 models NOW, while stocks are 
complete and deliveries can be made immediately. 
Other "reminder items’ available. 


WAR SERVICE 


FOR HOTCHKISS DEALERS 


Hotchkiss Dealers are serving 
by buying War Bonds. 

Hotchkiss Dealers are serving 
by collecting scrap. 

Hotchkiss Dealers are serving 
by saving rubber. 


Hotchkiss Dealers are serving 
in various civilian Defense Organizations. 


“S another field of service for Hotchkiss Dealers: 

helping to provide much needed stapling machines 

for the Army, Navy and Defense plants. Every old time 

stapler put back into service by cleaning and oiling 
releases another machine for vital war duty. 


Set your store up as a Stapler Service Station. Get the 
supreme satisfaction of helping Uncle Sam and also gain 
the good will of your customers by providing them with 
usable staplers. 


‘wor’ HOTCHKISS 


NORWALK, CONN. 


Dept. D 


= 
AVAILABLE 
now IN WOOD 


—a complete line for office and 
factory. 


Office Valet Costumers and Wardrobe Racks 
—so closely duplicating former steel units 
that they make perfect “add-on” units for 
present steel installations. 
Peterson Industrial Racks, in plywood and 
hardboard construction, double locker room 
capacity. Save floor space for productive use. 
Keep employees clothes “in prese”’ and 
sanitary. 6 ft. unit with lock boxes accom- 
dat 12 (double back-to-back unit, 24). 
Write for new Industrial Cataleg Sheets 
and go after this large volume market. 


Distributors and Stationers—Write 
for details and discounts, 


WILSON MEMINDEX CO. 
DEPT. C., 149 CARTER ST., ROCHESTER, N.Y. 


November, 1942 


a - 


VOGEL-PETERSON CO. 
“The Checkroom People” 
1818 N. Wolcott Ave., Chicago, U.S. A. 


OFFICE EQUIPMENT DIGEST 4 
For Purchasing Agents, Controllers, Office Managers 
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forms; in fact, no office job for you and for me. Need 
more be said to impress upon us the vital need of conserv- 
ing paper to the limit? ... 

Setting up a control over office supplies is something 
that'may bé overlooked in small organizations, on account 
of the fact that the yearly expenditure is not very much, 
but whether the organization be large or small, it may be 
worthwhile outlining the steps that should assist in improv- 
ing control. 

1—Make a list of all office supplies used, classifying the 
items according to market shortage, volume and value. 

2—For first attention, select those items which appear to 
offer the greatest possibilities for reduced consumption. 

3—Survey the supplies offered on the market, selecting 
the most suitable, available substitutes for those now being 
used, and make such tests as may be necessary. 

4—Standardize the principal items and record the 
standards. 

5—Decide on the best purchasing, storing and issuing 
methods and record them. 

6—Prepare standard instructions covering the use of 
supplies and distribute them to clerical employees. 

7—See that the instructions are carried out. 

Those steps are not offered as a “cure-all” to overcome 
all shortages in office materials (if such a thing were pos- 
sible), but only as a guide to a procedure which is produc- 
ing results. Anyone giving it a trial should change it as 
required. 

It seems that there is a good deal of tightening up needed 
in the manner in which waste is being controlled in our 
offices. This indicates a lamentable lack in the post em- 
ployment education of clerical workers the definitely in- 
competent supervision. It is most important that these 
faults should be remedied without delay. In this connec- 


tion the experience of the Grand Trunk and the Canadian 
National Railways in Canada are brought to your atten- 
tion, not so much that you need to be informed as that you 
need to be reminded that the war we are living through is 
causing serious shortages against which our only protec- 
tion is a war on waste. 


MURRAY HEADS VICTOR SALES 

Allan Murray has been appointed general saies 
manager of Victor Safe & Equipment Co., Inc., North 
Tonawanda, N. Y. Mr. Murray first became connected 
with the office equipment industry twenty-two years ago 
when he joined the staff of the Safe Cabinet Co., Marietta, 
O. For the past fourteen years he has served as Victor’s 
advertising manager and has been responsible for the 
development of the company’s advertising and sales pro- 
motion policies and ideas and has supervised the mar- 
keting of its supply and equipment lines. H. W. Barnes 
of the advertising staff assumes Mr. Murray’s former 
position as advertising manager. 


NEW RIBBON & CARBON CATALOG 

Codo Corp., Coraopolis, Pa., has just issued a new 
eight-page catalog on the Codo line of carbon paper and 
inked ribbons, including the new Codo Super-treated car- 
bon paper and the Cleartex Super-fiber ribbon. 


NEW C-THRU RULER CATALOG 

C-Thru Ruler Co., 390 Capitol Ave., Hartford, 
Conn., announces a new catalog listing many new num- 
bers, including military coordinate squares, aviation plot- 
ters, compass charts, circular and semi-circular pro- 
tractors, draftsmen and engineering rulers, and chemistry 
stencils, all items vital to production and war use on land 
and sea. Copies of the catalog are available on request. 


Dignified, timely designs. Beauti- 
ful bronze effect on solid walnut. 
Sizes to acc date any b 


of name plates. Ideal for business 
and fraternal organizations. 


Send for details and prices. 


INTERNATIONAL BRONZE 
TABLET CO., INC. 


36 E. 22nd St., New York City 


FOR FAST SERVICE 


That’s the UNIVERSAL SERVICE from their 
large stock of Visible Record Equipment 
and other business equipment such as 


Calculators, Comptometers, Addressographs, 
Maltigraphs, Dictating Machines, Mimeo- 
graphs, and Office Machines. 


UNIVERSAL, 
OFFICE EQUIPMENT CO., INC.< 


561 BROADWAY NEW YORK CITY> 
“The House That Confidence Built” 
Cable "Uniquip'""—New York 


The quality line that has consumer 


appeal. 

@ DRAFTING KITS @ DRAFTING TABLES 

@ PROTRACTORS @ STRAIGHT EDGES 

@ TRACING PAPERS ®@ SANDPAPER PENCIL POINTERS 
@ LETTERING GUIDES ®@ INK-OUT 

@ ERASING SHIELDS ®@ ADHESIVES 

@ T-SQUARES @ TYPEWRITER CLEANERS 

@ TRIANGLES @ TYPEWRITER OIL 


@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U.S. A 


Turn to Page 20 for "Index to Advertisers" 


EXTRA COPIES when you do it the | 
WRITE WAY! 


More copies from each carbon . . . 
longer wear from each ribbon. . . 
if it’s WRITE! For WRITE car- 
bon papers and inked ribbons 
give clean, clear, lasting impres- 
sions . . . of guaranteed uniform 
character. 


Choose the ribbon or carbon spe- 
cially designed for your type- 
writer and your job! 


Send for free samples and com- 
plete catalogue of prices today. 


WRITE 


INCORPORATED 
420 Lexington Ave., New York, N. Y. @ Factory: Bridgeport, Conn. 


November, !942 
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uard every steel and fountain pen 
in your office with this 


NEW PARKER 


only ink containing 


Eliminates the cause 


|. The solv-x in new Parker 
Quink dissolves sediment and 
gummy deposits left by inferior 
inks. Cleans your pen as it writes! 


PEN PRODUCTION IS CURTAILED 
... REPAIR PARTS OF STEEL AND 
RUBBER ARE SCARCE — THAT'S 
WHY YOUR OFFICE PENS NEED 
THE LASTING PROTECTION OF 
NEW PARKER QUINK. 


Don't take a chance on the rou- 
tine of your office breaking down 
from lack of pens. It’s your 
patriotic duty to give these vital 
“fighting tools” lasting protection. 


Take this important step today: 
have all pens in your office— 
steel and fountain pens alike— 


/ 
cue money 


Order Parker Quink in the eco- 
nomical quart or pint bottle. 
Quink in these sizes comes in 7 
permanent colors: Black, Blue- 
black, Royal Blue, Green, Violet, 
Brown, Red. 2 washable colors: 
Black, Blue. 2-ounce and 4-ounce 
bottles are also available. Retail 
prices: 15c, 25c¢ and up. Micro- 
film Black Quink comes only in 
2-ounce and 4-ounce sizes. 


Copr. 1942. The Parker Pen Company 


QUINK is the 
solv-x 
of most pen failures: 


2. Quink with solv-x prevents 
the rubber rot and corrosion 
caused by strongly acid writing 
fluids. 


cleaned and filled with Parker 
Quink containing solv-x. Exclu- 
sive solv-x gives pens lasting pro- 
tection against clogging, corro- 
sion and rubber rot. Cleans pens 
as it writes! 


There’s nothing like Quink for 
safeguarding pens. PERMA- 
NENT Quink for records and 
documentary use is as permanent 
as the paper! In Black, Blue- 
black, and Royal Blue it equals 
or excels U, S. Government 
specifications in 8 major ways. 
Order Quink today. The Parker 
Pen Company, Janesville, Wis. 
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NEED FOR SPEED SPELLS OPPORTUNITY 


America needs drawings—faster; prints in jig-time; good drawings—quality 
prints; and is getting just that with Pencil-TEX. That’s why Pencil-TEX is 
more and more in demand by drafting rooms which are really “on the beam” 
and going places. And that, in turn, is why Pencil-TEX is reaching new tops in 
sales records for live dealers who tell Pencil-TEX facts to prospects and make 
satisfied customers. You remember, of course, that Pencil-TEX is the sensational 
pencil tracing cloth with the s-m-o-o-t-h surface which takes hard pencil lines, 
coarse or fine, and anchors em jet black; that Pencil-TEX has a transparency 
that’s glass-like; that though pencil lines on Pencil-TEX are jet black and become 
clean, permanent tracings they are easily erased; that Pencil-TEX is tough and 
xg CMENDER ~ JUsy durable and comes in sizes to suit all drafting 
“oy needs; that Pencil-TEX drawings make sharply 
On defined clear prints. You remember all that. 
ABeaty wits Well, that’s all you have to tell your prospect to 
caiteacers, make him your customer. Try it and watch your 
sales jump! 


THE FREDERICK POST CO, BOX 803, CHICAGO 


FREE WHILE THE 
SUPPLY LASTS. 
Ask your 
“POST” man. 


Step up 
production with 
the complete 
POST line. 
See your dealer. 
© Blue Print Papers & 
© Positive Print Papers 


Dry Develo 
Moist Developed 


@ Negative Paper 
@ Tracing Papers & 
Cloths 


@ Drawing Papers 
@ Sensitized Tracing 
loths 


@ T-squares 

@ Straight Edges 

@ Triangles 

@ Curves 

@ Drawing Inks 
@Drafting Machines 


@ Scales—flat & 
triangular 

@ Drawing Boards 

@ Drawing Tables 

@ Pencils-Erasers 

@ Profile & Cross Sec- 
tion Papers & 
Cloths 

@ Federal Aid Sheets 

@ Field Books 

@ Level Rods 

@ Range Poles 


@ Tapes—Measuring 


INSTRUMENTS © EQUIPMENT © BLUE PRINT PAPERS @ KINDRED SENSITIZED PRODUCTS 


JUST PHONE OR WRITE 
YOUR NEAREST POST MAN 
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